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	Procurement Summary Report Template



The Procurement Summary Report shall be used during the Emergency Phase for fast track procurement of assets, without the need for a business case. FM staff shall identify the need for an item of equipment during the EI based on a needs assessment. The request is made to the Finance Officer for approval. The entity shall set its own financial authority limits. 

	Sr. No.
	Purchase Order No.
	Item/Service
	Vendor
	Amount (SAR)
	Requestor (Name + Position + Department)
	Approval
(Finance Officer Signature)

	1


	(e.g. XYZ123)
	(e.g. Hot Cupboard)
	(e.g. Bentley)
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